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What you will learn about from this Chapter:

* Overview of Changes and Mods
 Adding Change Requests

« Mandatory Mods/User Requests
* Describing a Change Request

* Necessity for Change Request

e Tracking and Funding
 Agency and Reason Codes

» Mod Type and Stage Codes
 Basic Change Document (BCD)
e Supporting Documents




RMS for Windows 9- 2

CHAPTER 9: Contract Change Requests

Overview @%}

Most contracts will need to be modified or changed at some point in their life cycle.

For military projects: When an appropriation is made, contingency funds are generally
allocated to cover modifications that arise. As modifications are proposed and funding entered,
the necessary funds are automatically subtracted from the contingency amount and added to
the un/awarded estimate amount (for status 5 mods) on the Construction Working Estimate
screen. When a modification is designated as Complete (status 6 mods), the funding amount is
added to the award contract amount.

For civil projects: Contingency funds are not generally allocated for the contract. When
modifications need to be funded, additional money is added to the contract.

RMS looks at maodifications in very distinct parts. The first defines the change and tracks
actions before the change becomes an official contract modification. During this time, RMS
refers to the change by Change Request Number, using your Prefix Code for Change
Requests and a sequential number. The Prefix Code for Change Requests is identified on
the Office/Office Description screen as shown below. The second part begins once all actions
on the Change Request are complete. The third part adds the Reference Number and
creates the modification package. The final step is the identification of the package through the
Standard Procurement System (SPS), referred to as PD? (Procurement Desktop Defense),
which will provide the A or P modification number (A = those signed by the ACO and P= those
signed by the PO).

151
s Hedp Sden
Corbadz Ctza Lol Libwar Ditect Lwmp S priwr Limary » &4 |
Dwsrama  Fepoiy Esll
Dhice - Fondunssr Fasident Oflics
-
: _— & | o

Uthcr Lascriphan A Edi Feed
Oitice Pessonned -5 Lo Angales Dried

5 Aroonasheesds doss s
Sugpor Peasonned - =TT

= EFICS OFFICE

-]

Oilice Polcy =y Hiph Dbl Area e
CHics: Pless ™ Sonsthe= Callormaa frwa O

&y EGH
Uopt Dpfesd Lnines O & TS FON LA PP ULCT CFFICE

B 55 Tealing
P Geaily A Lsdar Db

Llsgy Folas

et} e

Contract Groups

Feadh s Aesded Ve has 14 codiach




RMS for Windows 9- 3

Office Information I Administrators i
Office Type  [RESIDENT =]
Office Symbaol Parent Office !EESF’L-ED-.-‘-‘-.N __j
Dffice Code IF'S??? Resident Engineer iF[edrick BE. Freeman __J
Office Mame IHDadrunner Resident Office
Address |'I 8513 E. Via De Arboles

IDueen Creek, Arizona 35242

Phane Mo, |i480) 9873111
FanNe. |[4ED] 9587-5564 Prefis Code for Change Requests A

Now that the office has the appropriate codes setup, you are ready to begin working with
changes and modifications.

Contract Change Requests

A Change Request is generated in anticipation of a potential or real Modification to the
Contract. The process generates what is known as a Basic Change Document (BCD), and it
communicates the change to Engineering, the Designer, Project Management, etc. The BCD
describes the change, the reason it is necessary, the initial estimated cost and time impact and
may also be used to evaluate AE liability if Design Errors or Omissions cause the change.

Change Requests follow a predictable route through RMS with entries being made at each of
the options on the process menu in turn:

1. Inception ?@®0

2. Description Ry g

3. Status and Funding ° @0::
R & Pea

Each menu choice may have several topics, with many topics shown on a separate screen.
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The process of adding a Change Request is a matter of following logical steps and tracking to
completion. In the example screen below, you can see that all steps, except funding, have been
completed, as is indicated by the presence of the red “check marks” on the bottom section of
the screen.

. Contract Menu - [PROMISTEST] DACA09-97-C-0052 NA  Landfill Expansion
File Help

B = O

werview  Feports Claze
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CEFMS Finances

Add Edit Delete Find

Becompute Finances Cham
ge B Ref Change Change| Mod AI
Request No Chahge Fequest Title Statuz iy Amount Days | Age
i ANG 5 30|13

Award CWE wKooz  TEST 4 § | RODDDT 200000 D462
Award Obligations
Award CLINS

Current CLING Change Request Status

Pay Activities
+ Basic Change Document - Completed 07/23/2000
+ Govemment Estimate - Completed 07/23/2000
" Contractor Proposal - Completed 07 /2572000
Contract Changes + Megotiations - Completed 07/31/2000
Contract Modifications Funding (5] - Reported Change Amount and Days m
CWE Changes
Current CWE
Remarks

A new Change Request can be added or selecting it and pushing the Edit button at the top of
the screen or by double clicking on it with the mouse can edit an existing one.

Push the Add button at the top of the screen and enter the Change Request number on the
pop-up screen as shown below.

Add New Change Aequest — Thedefault prefix is
Enter the mumbser af the new I:I'IH.I"IQE I'-E'I:‘|IJE"5|. =] [T Cap:tur ed fr QL the
8 ool i 4 e VG FRITIESE v Bl Office Information
mutormatically entered as o defaul for o, screen as shown above.

Chsrge Hegues! i

[ wFmsn | X corcel |

Push + Finish | When you are complete with entering or accepting the Change Request
Push [ i |
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Inception Tab

o x]
T incegion | Description | Stabus/Fundieg Supporting Documents. |
3
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Thetop portion of the screen iscompleted first by giving the Change Request a
“title”, then entering the “ inception date” and the other “codes’ shown, using
the L ookups as shown below.

In addition to the general type of documents needed, Claim milestones and
documents can be tracked for later retrieval and review. If this Change

Request is a Claim, check the Claim box.

The Agency Code
lookup provides
the Originating
Agencies table from the Local Library

(Local Library / Letter Agency
Codes).

Agency Codes can be added,
modified, or deleted only from the
Local Library.
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The Reason Code lookup is from the
System Library and provides the Mod
Reason Code (System Library / Mod
Reason Codes).

Reason Codes must be added,
modified or deleted only from the
System Library by the RMS Center.
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Mandatory Modifications/User Requests (Military)

Modifications can be classified into two categories.

a. Mandatory modifications: Modifications that are required to make a complete and

operable facility.

b. User Requests: Modifications which may not be mandatory, but which improve efficiency
or operations, maintainability, or aesthetics. The Corps has authority to initiate all mandatory
modifications, provided funds are available. Likewise, User requests on contracts with
reimbursable funds can be initiated provided the funding authority has given approval and made

funds available.

@ The Mod Types is

Seaich Characies
il
B B8 iateral Mo, In Soope
5 SSupplmental Agreement Dulside Scope
T T-Change onder Definiteation A equined
U Uit e
=
v 0 | X concu |

likewise from the
System Library (System Library /
Mod Types) and are controlled by the
RMS Center.
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Signatures

This first screen is used to record the name and title of the person(s) requesting, recommending
and approving the Basic Change Document.

o
© incegbon __l Descnplion | b T undieg Luppoiting Documenls |
=
Dl
Charge st Mo m Contiact Dlam [~

Chiarge Aot Tide |F:-1-r.'rr ol 5wt ey

Irschon [ale |""':"-'¢"'I|:| ---| dchion By Aperoy Cods |L| --a ¥ - Ueer [Macom or Ueeg Servios [
Mod Regueed Diste [12700 2000 ][Rl i [PRRonr o PR {5y Changes, Discretionary
Date Carcoled | = Hod TypeCoce B o LI E L R

Pequesedly  Mame |Blsns L Bribat
Tie  |Froot Engres

Recomaerded By Mame |Frednck B Fresnsn
Tids |I'.11|19.-|'r\-;| Mk mr Almpanzantgiras

Approved By Mo |Fabkel L Baie
i ||:. chrmer bsiree ontymoting [ Heoer

Lookup E |

Search Characters

Mame Title -
|4 Eskowoudenberg
Use the LOOkL_Jp to select each Hazkell Barker Adminiztrative Contracting Officer
name as reqUIred' : Hazkell Barker Ordering Officer
|| Haskell Barker Froject Engineer
|| Haskell Barker Fezident Engineer
|| Larmy T Smith Resident Engineer
| |RICHARD ALVAREZ COMTRACTIMNG OFFICER
|_|RICHARD ALVAREZ PROJECT MaANAGER
|| RICHARD ALVARES PROJECT MaNAGERT
[

o 0K X Cancel |
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Description Tab

Pushing the Add button will afford the opportunity to enter one, or more items for this single
Change Request. After they have been added, the screen will show the items entered in an
abbreviated listing and show the accumulated totals for each item.
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All the information on this screen is entered from either selecting the Add button to add a new
BCD item, or the Edit button to modify an existing item.

Push the Add button to enter a new Change Request item. Or, push the Edit
button to modify or change an existing Change Request item.

The Add selection presents the following screen:

Add Hew BCD ltem M=l E

RMS will populate the BCD Item Number

Enter the ltem Number below for the new BCD [tem. with the next sequential number
Zlglirr;i::tté\;?lljaulzfle itern number has been entered as available, but it can be Changed if

desired.

BCD Item Mumber |2

Push ’E when you are

" Finish |
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completed with the number.
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The detailed Description of Change should be carefully entered. It will be used in supporting
documents, such as the RFP, PNM and BCD. The Description of Change should be carefully
reviewed and, if necessary, changed to reflect the actual scope of work following final
negotiations. For ease of reading, the description should be entered in upper and lower case.

Necessity for Change
The Necessity for Change is primarily for the BCD and not usually provided to the Contractor.

Contract modifications may originate as a result of unexpected delays in performance,
excessive variations in estimated unit price quantities of work, differing site conditions, or
actions of the Government in connection with necessary or beneficial occupancy, work
suspensions, etc., for which adjustments in the contract price and/or time are due under specific
clauses contained in the contract. Other change orders may be initiated to provide for physical
changes to the contract facilities or structures pursuant to the "Changes" clause. Such changes
to the original contract requirements usually generate from three primary sources:

a. Design or approved criteria changes.

b. Field changes arising from field conditions, errors and/or omissions in plans and
specifications.

c. Using Service requests.
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The first two sources, if necessary for operability, are normally considered mandatory changes.
They may result from design errors or deficiencies. The third, Using Service requests, may not
be essential to the functional operation of the facility. Refer to your District policy for authority to
initiate user requested changes.

Entriesin the Memo fields of this screen can beimported
from a Library lookup or even from another Word
Processor program viathe*®cut & paste” method.

The Edit button presents a larger space to enter data and includes buttons for Cut, Copy,
Paste, Spell Check and Import.

. Descrnption of Change =]
|

CIEIEIERE]

Dezcription of Change

l.dd Cabama ower hattub in General's backyard

Lookup

Search Characters

D5 STATEMENT|
|4 CHANGES MADE TO SCOPE OF WwWORK INCLUD| [Mema)

[— CHAMGES TO BE PER CQC PLAN AND TESTED [Mema)

Import screen.

[

o DK I X Cancell

Push the Close button (twice) when complete with this screen.

After you have completed the Description of Change and Necessity for Change, the next
step is to enter tracking and funding data for the Change Request.
Change in Drawings and Specifications

These optional fields may be used if actual changes are being made to the contract documents
and additional explanation or verbiage is desired.
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Status / Funding Tab

This is the screen to identify required actions and to record the milestone dates and dollar
amounts for each of the elements shown. You will also identify the Funding Account (source of
money) for the Change Request. (This example only has two Funding Accounts. If more than
one exist, all will appear in a scrolling box if necessary.)
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¥ Conhsctor Progoral (1170202000 wd (117652000 s [11007/2000 oo
[ Hagotistiona |1H|I:L*3:l'.l:| ;
-
Q‘) Change Request equal to  [Feomsedaiom = R e
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When each required item is completed and entered in the Track/Fund Change screen, the
Change Request Status can be viewed to confirm each item is finished.

When the Change Request is completed it can be entered into a Contract Modification by itself,
or it can be included with other Change Requests to form a completed Modification package.

@>The Transaction Code reflects whether the funds are considered as firm,

pending, funded or unfunded on the Contract Status screen. Modifications with a
Code 6 are firm and obligated, while all others are pending. Only a modification
or other completed action would have a Code 6.



RMS for Windows 9- 13

Lookup ] |

Search Characters

Dezcrption

1M ALUDIT |H o > $1 I:II:I_,I:II:II:I]
CLalk M CO-0F DIYISION
SIGMED - M0OD TO DISTRICT FOR DISTRIBUTION

FROPOSAL MOT REQUESTED [FRELIM. ESTIMATE]

FIMAL - SIGHMED, READY FOR COMTRACTOR PRMT
GOVERMMEMT ESTIMATE PREPARED

CHAMGE IM HOLD / ABEYAMNCE STATUS

PART 1 0OF & 2 PART CHAMGE

CLAIM IM OFFICE OF COUMSEL

CHAMGE WEGOTIATED, FIRM MCD REQUESTED

| | PROPOSAL RECEIVED [$ AMOUNT OM AMPRS) |

The Stage Code, another
Library selection, is used for
upward reporting to Project
Management and to Higher
Headquarters.

M= — | I o™ MmO

o DK X Cancel

C The Print BCD button prints to screen as partially shown below.
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1 TIVE EXTERSON @ ves W CALFFDMRDEYS & A TOTAL ¥ $33, 150,00

5 HECESSTY FOI CHARGE fAba-k 8 cogy of Deecbve bier of puidordy Do OOF ardinim .'.ln.;rﬂ and b slateren’ o o mecanniy

Close the BCD report when complete with the screen.
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Supporting Documents Tab

This tab will provide the ability to add, delete, view and edit the numerous supporting documents
for a Change Request. It will present such items as access to RFP related letters, PNM’s and so
forth.

Change Eegueel AW E dermen of Soulk Ausseasy _Iﬂlﬁl
incepsion | Dascription | SksbusdFundieg Suppmting Documents |

The module you have selected is carmomhy
undar devalopmand, Plaase contact the HMS

A

UNDER
CONSTRUCTION

Suppor Cenber with any guestions regarding

the developmen of this module.
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The screen above depicts a completed Change Request, as can be seen by the
presence of the green “check marks”.



